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Contact Information  
For questions or to report technical difficulties, please contact: 
 

Boone County Boone County Community Services 
573.886.4298 
communityservices@boonecountymo.org 
www.showmeboone.com/communityservices 

 

City of Columbia Division of Human Services 
573.874.7488 
humanservices@gocolumbiamo.com 

www.gocolumbiamo.com (search: Human Services) 
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Introduction 
The Boone County Community Services Department and the City of Columbia Division of 
Human Services utilize a web-based funding management system through which reports for 
City and County social services contracts must be submitted. These instructions are intended to 
assist organizations in submitting social services contract reports to the City and County, 
utilizing the web-based funding management system. 
 

Section 1: Accessing the System 
Currently the City and County utilize Apricot by CTK® (Apricot) as a joint funding management 
system. To access the system: 

 
1. Click on or copy and paste the following link to their internet web browser (preferably 

Google Chrome):  https://ctk.apricot.info/auth 
 
 
 
 
 
 

2. Enter Username and Password. 

 
 

3. Once you are logged in, you will be navigated to your MY Apricot page. This is one of 
the main pages users will utilize in navigating the system. Bulletins containing important 
information are also posted on this page. 

 

 
 
 
 
 
 
 

PLEASE NOTE 
Users MUST access the system using either Google Chrome (recommended) or Mozilla Firefox as 

the internet browser. 

 

https://ctk.apricot.info/auth
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Section 2: Completing and Submitting Reports 
 
Step 1: Update Your Organization Profile 
 

a. In the navigation menu on the left side of the screen, click on Search Records: 
Organization Profile. 

 

 
 
 

b. This will navigate you to your Organization Profile Folder which contains an 
Organization Profile Search section in which your organization name is listed. Click on 
your organization’s name. 

 
 

 
  
 

c. This will navigate you to your Organization Profile Document Folder.  Click on Edit 
Organization in the Folder Actions box to access your Organization Profile.  

 

 
 

  
 

d. Complete and update ALL applicable fields in your Organization Profile. Reports will be 

considered unresponsive if the Organizational Profile is not complete and up-to-date. 
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Be sure to update each governing board and advisory board member by clicking on and 
opening the record for each board member as complete information for each member is 
not displayed in the board member quick view in your Organization Profile. 
 

 
 
After clicking on a board member, the board member record will display in a pop-up 
window. This will allow you to complete all of the board member information. Click Save 
Linked Record under Record Options as you complete these fields and when it is 
complete. 
 

 
 

e. To save the information you have entered in your Organization profile, click Save 
Record under Record Options as you complete these fields and when it is complete. 

 

  

 
 
 
 
 

REMINDER 
All applicable fields in the Organization Profile must be complete and up to date before 
submitting a report. Reports will be considered nonresponsive if any applicable fields are 
incomplete. 

 



5 
Updated: 7/1/2016 

Step 2: Access Report Forms 
There are currently two types of report forms in the system: 

 Report Forms 
o Interim Report (POS and PILOT) 
o Modified Interim Report (POS and PILOT) 
o Year End Report (POS and PILOT) 

 Legacy Report forms 
o Mid-Contract Report 
o Final Report 

 
Instruction for accessing both types of forms are outlined below. 
 

Report Forms 
a. To access Report forms, navigate back to the Proposal Cover Sheet Folder. You can 

do this by simply clicking Proposal Cover Sheet in Search Records on the left side of 
your screen. 

 

  
b. In the Proposal Cover Sheet Search Page, click on the cover sheet for the contracted 

proposal for which you would like to complete a report. 
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c. This will open the Proposal Cover Sheet Document Folder which contains all of the 
forms from the applicable proposal, including the report forms. Click any of the fields in 
the quick view row of the report you would like to open and complete. 
 

 
 
d. This will open the report form. 
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Legacy Report Forms 
a. To access Legacy Report forms, navigate back to the Organization Profile Document 

Folder. You can do this by simply clicking View Folder in the Record Options on the 
right side of your Organization Profile. 

 

  
Or you can repeat steps a-c in Step 1. 

 
b. In the Organization Profile Document Folder, you are able to view and access the 

report forms. They are located under the Additional Documents section. 
      

 
 

c. Click on the small gray arrow next to the type of report (Mid-Contract or Final) you would 
like to access. This will open a list of your report forms of that type. 
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d. The report(s) that you need to complete and submit have already been created for you. 
They can be identified by the Program Title, Funding Cycle, and Reporting Year. 

 

 
 

e. You can also see the Record Lock if you click on the “expand” button. Current reports 
will be unlocked. 
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f. Click any of the fields in the quick view row of the report you would like to open and 
complete. 

 

 
 

g. This will open the report form. 
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Step 3: Complete Report Forms 
 

a. Once you have opened the report form, you will note that some fields in the report form 
have been auto-populated. You cannot edit these fields. 

 

 
 
 

b. Be sure to complete all of the applicable fields in the report which are not auto-

populated. 
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c. To save the information you have entered in your report, click Save Record under 
Record Options as you work on completing the fields and when it is complete. 

 

 
 
 
Step 4: Submit Reports 
To submit completed report(s), you must notify the applicable funder by e-mail. 
 
 
 
 
 
 
 

Section 3: Helpful Tips 
 

1. Printing records – The ability to print is found under the Folder Actions box on the right-
hand of the screen under Print Records. Follow instructions to print one or more forms. 

 

 
 

2. Symbols – below are common symbols utilized in Apricot. 
 
a. *      = Required Field 

 

b.  = Open or close viewing of forms.  
 

c.  = Tool Tip: If the cursor hovers over this it will information about that specific 
request or requirement.  

 

d.  = Green check marks indicate that a form is complete. 
 

e.  = Indicates that a form is incomplete. 
 

f. = Enables users to see section values in the Additional Documents section. 

PLEASE NOTE 
Before submitting reports, review all the fields in both the Organization Profile and the Report(s) 
to ensure that ALL applicable fields are appropriately completed.  

 


